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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Board and Commission Member

Qo001

Enter-PFl1---FF2--—-FF3---FF4—---FFE—--FF&-—-FPF7-—-FF8--—FF39-—-FF10--FF11--FF12—-—
UPDAT QUIT SUBMT ERRS BASE PFEYS HELF

Add Vendor Example: Election Worker

Qo001

Enter-PFl---FF2-—-FF3---PF4-—-FPF5-——FF&---FPF7 ———PF&---FF3---PF10--FF11--PF12---
UFDAT QUIT SUBMT ERRS BASE FFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Estate/Trusts

ool

Enter-PFl---PF2---PF3---PF4——-PF5——-PF&——-PF7-——FF&---FF9---PF10--PF1l--PF12---
UPDAT QUIT SUBMT ERRS BASE PFEYS HELP

Add Vendor Example: Foreign Entity

ool

Enter-FFl---FF2---FF3---FF4---FF5---FFE---FF7---FF&---FF9---FF10--FF11--FF12-—-
UFDAT QUIT SUBMT ERRS BASE FFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Government Entity

ool

Enter-FFl1-—-FF2---FF3---FF4--—FF5-—-FFE---FF 7 —-—-FF§---FF3---FF10--FF11--FF12-—-
UPDAT QUIT SUBMT ERRS BEASE FFEYS HELF

Add Vendor Example: Corporation (General)

Qo001

Enter-PFl---FF2-—-FF3---PF4-—-FPF5-——FF&---FF7 ———PF&---FF3---PF10--FF11--PF12---
UPDAT QUIT SUBMT ERRS BASE FFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Limited Liability Corporation

Qo001

Enter-FFl1---FF2---FF2---FF4-—-FF5E—--FF&--—FF7 —-—-PF8—--FF3--—FF10--FF11--FF12-—-
UPDAT QUIT SUBMT ERRS EASE FFEYS HELF

Add Vendor Example: Single Member LLC

Qo001

Enter-FFl-—-PF2---PF3---FF4--—-FF5—--PF&———FF7---FPF&§——-FF9---PF10--FPF11--PF12---
UPDAT QUIT SUEMT ERRS BASE FFEYS HELF

NOTE: If Single Member LLC has an EIN, the Tax ID should be EIN123456789 and Line 1
of the VENDOR NOTES field should say SINGLE MEMBER LLC WITH EIN.
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Legal Services Corporation

oaol1

Enter-FFl---PF2---PF2---FF4---FF5—--FF&———-FF 7 ——-FF&-——-FF 9--—FF10--FF11--FF12--~
UPDAT QUIT SUEMT ERRS BASE PFEYS HELF

Add Vendor Example: Medical Services Corporation

aool1

Enter-PFl1---FF2---FF3---FF4--—-PF5—--FF&--—-FF7——-FF&---FF39——-FF10--FF11--PF12---
UPDAT QUIT SUEMT ERRS BASE PFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Non Employee

o001l

Enter-FFl---FF2—--PF3———FPF4-——-FF5—--FF&---FPF7 ———PF&-——FF3---PFLl0--FF11--FFl2-—-
UPDAT QUIT SUBMT ERRS EASE FFEYS HELF

Add Vendor Example: Nonprofit Corporation

Qool

Enter-PFl---PF2——-PF3--—FF4---PF5——-PF&-——-FF7---PF&—--PF9-——PF10--PF11--PF12——-
UFDAT QUIT SUBMT ERRS BASE PFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Partnership

ool

Enter-PFl---PF2---PF3---PF4——-PF5——-PF&——-PF7-——FF&---FF9---PF10--PF1l--PF12---
UPDAT QUIT SUBMT ERRS BASE PFEYS HELP
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Petty Cash/Change Fund Custodian

ool

Enter-FFl---FF2—---PF3--—-FFd4---FF5—--FF5-—-FF7---FF&---FF9-—-FF10--PF11--FF12---
UFDAT QUIT SUEMT ERRS BASE FFEYS HELF

Add Vendor Example: State Employee

Qool

Enter-FFl---FF2——-PF3--—FF4---FPF5——-FPF&-——-FF7---PF&—--PF3-——FF10--PF11--FF12——-
UPDAT QUIT SUBMT ERRS BASE PFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add Vendor Example: Sole Proprietor

o001

Enter-PFl1---FF2---PF3---PF4——-PF5-——PF&-———PF7———-PF%-———PF3-—-FF10--PF11--PFl2-——
LUFDAT QUIT SUEBMT ERES BASE FFEYS HELF
Add Vendor Example: Parent Company/Subsidiary of Parent Company

ool

Enter-FFl---FF2---FF3-—-FF4---PFL---FF&—--FF7-——FF§---FF9---FF10--FF11--FF12-—-
UFDAT QUIT SUEMT ERRS BASE PFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Change Vendor Example: Address Change

Existing record:

vYES 02,/01,/2011

MOT SET UFP

PANSTT
ATR TRANSIT

INC PER YWENDOR

Enter-PFl---PF2-——-FF3——-PF4---PF5-—-PFG———-FF7---PF3---PF3-——-FF10--PF11--PFl2-—-
OWT  QUIT WREF PFEYS HELP

Change vendor transaction to change address on existing record:

[

Enter-FF1---FF2z---FF3---FF4---FF5---FF&---FF7--—-FF&---FF3---FF10--FF11--FF12---
UPDAT QUIT SUBMT ERRS EASE FFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Change Vendor Example: Re-activating a record

Existing record:

ASDOO0C 4 KO

ANCHORMASE SCHOOL DISTRICT
OUTH ANCHORASE HIGH SCHOOL
10 ELMORE ED
ANCHORAGE

G0w FED/STATE /LI

SUPERINTENDENT NOT SET UP

SOUTH Ak E HIaH
SOUTH E HIGH SCHOOL
] : . SCHOOL DISTREICT

Enter-FF1---FF2—--FF3--—-FF4-—-FFE-—-FF&5---FF7——-FF&-—-FF3—---FF10--FF11--FF12---
ONT  QUIT WREF FFEYS HELF

Change vendor transaction to re-activate existing record:

N =

Enter-FFl---FF2—-—-FPF3--—-FF4---FF5—--FF&-——-FF7---FF&---FF9-——FF10--PF11--FF12—--
UFDAT QUIT SUEMT ERRS BASE FFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Change Vendor Example: Change in ownership where
changed occurred in current tax year

Existing record:

03,/01,/2011

NOT SET UP

AIR TEAMSIT
v AIE TEANSIT

INC FER WENDOR

ENter—-PFl---PF2---PF3———-PF4~—=FF5~--FF&~-~FF7-—-PF8———PF3-——-FF10--PF11--FF12-~-
ONT  QUIT WREF FFEYS HELF

Change vendor transaction to inactivate existing record, documenting date of ownership
change, and cross-referencing to new Tax ID in VENDOR NOTES field:

(W] =

Enter-FF1---FF2-—-FF3---FF4-—-PF5---FF&-—-PF7---FF&-—-PF3---FF10--PF11--FF12——-
UPDAT QUIT SUEMT ERRS BASE PFEYS HELF
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SECTION 10: VENDORS, ADD AND CHANGE VENDOR SCREEN EXAMPLES

Add vendor transaction documenting new owner on VENDOR LEGAL NAME field as
well as date of ownership change and cross-referencing to the old PVN in VENDOR
NOTES field:

i =

Enter-FFl---FF2---FF3-—-FF4---FFE---FF&---FF7——-FF&-——-FF3---FF10--FF11--FF12---
UPDAT QUIT SUBMT ERRS EASE PFEYS HELF

Accounting Procedures Manual, Financial Transactions
06/18/03 (Revised 04/13)
10.30



